DEPARTMENT OF ADMINISTRATIVE AND FINANCIAL SERVICES
Bureau of Human Resources

Maine State Government
New Employee Orientation



Navigation

Use the arrows located in the bottom left and right of the scret
to move forward and backward through the presentation.

Links to policies and important websites are provided throughc
the presentation.

A link is identified byellow underlined text. You may need to
right click on the link then select open.

After visiting a |1 nk use t
navigate back to the presentation.

It iIs Important to complete the presentation and submit the
Certificate of Completion to your HR representative.




Welcome

Congratulations on your new position and welcome to Maine State Governmen
new employee of the State of Maine, you join many dedicated individuals who |
chosen to serve the citizens of the State of Maine through a career in public se
State Employees provide valuable and important services that impact the qualit
the lives of citizens across this great state.

The following informatiors provided to assist you in becoming familiar with the
benefi ts and services avalilable to
Resource representative can provide additional information and/or answer gues
you may have regarding your benefits.
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Government Summary



Maine State Government Organizational Summary

TheMaine State Constituticreated Maine's government system, with thiegued
branches the Executive, Legislative, and Judicial branches. The State of Maine
has three Constitutional Officers (exretary of StatheState Treasureand the
State Attorney Geneyand one Statutory Officer (t8&ate Auditgr

The Executive Branch:The Executive Branch is responsible for the execution of th
laws created by the Legislature and is headed by the Governor. The Governor is €
every four years and no individual may serve more than two consecutive terms in
office.

The Judicial Branch:The Judicial Branch is responsible for interpreting the laws an
headed by the Supreme Judicial Court. All judicial officers are appointed by the
Governor and serve a term of seven years.

The Legislative Branch:The Legislative Branch is responsible for making the laws
IS made up of the Senate and the House of Representatives. The Senate has betv
and 35 members who are elected every two years, and the House has 151 memb
are also elected every two years.


http://legislature.maine.gov/const/
http://www.maine.gov/sos/
http://www.maine.gov/treasurer/
http://www.maine.gov/ag/
http://www.maine.gov/audit/

Organizational Chart
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INDEPENDENT AGENCIES — OTHER (Partial Listing) QUASI-INDEPENDENT AGENCIES (Pattial Listing) CONSTITUIONAL OFFICES
Baxter State Park Authority ConnectME Authority Attorney General
Maine Arts Commission Maine Historical Society Secretary of State
Maine Historic Preservation Commission Maine State Housing Authority State Auditor
Maine Human Rights Commission Maine Turnpike Authority Treasurer of the State
Maine Public Employees Retirtement System Workers” Compensation Board
Maine State Library
Maine State Museum




Employee Benefits

IMPORTANT TO KNOW:

Please pay particular attention to the deadlines for enroliment given for some of the
benefits. There are some time limits on enrollment as well as possible waiting periods
benefits to become active.

As a new employee, your Health , Dental and Vision insurances become effective on
first of the month following the completion of one month of employprevided that
application for enrollment is completed and submitted to Employee Health & Wellnes
In a timely manner.

Example: Start Date (April 4) = Insurance Start Date (June 1)

If you do not elect a benefit at time of hire, changes can only be made during annual
open enroliment period (annual enrollment for health insurance is in May/June for a Ji
1st effective date), or when there is a change in a life event. Annual Open Enroliment
noti ces are sent by email and regul ar



Life Events/Family Status Change

There are certain life events or family status changes that may allow an employee to er
themselves and dependents, delete dependents, add dependents or cancel their contre
outside of the Annual Enroliment Period. Requests must be received within 60 days of
event or status change. The effective date of the change will be the first of the month
following receipt of the application in and required documentation the Office of Employ
Health and Wellness or following the event or status civancieever is later

Examples Include:
A Marriage
A Divorce
A Birth
A Adoption
This is only a partial listing of the events that qualify. You must submit an application ar

required documentation to your ageiheman Resources Offiaad theDivision of
Employee Health and Wellneathin 60 days of the change.



http://maine.gov/bhr/employee_center/personnel.htm
http://www.maine.gov/beh/

Health Coverage

Health Coverage- The State of Maine Health Plan provided medical and prescription drt
coverageThe medical coverage is administered by Anthem Blue Cross and Blue Shield
Express Scripts, Inc. is the pharmacy benefit makRagely members eligible for insurance

benefits include spouse/domestic partner, children to age 26 years, and domestic partne
children to age 26 years.

A Applications and required documentatimstbe received by Employee Heath
and Wellness within 60 days of hire. It is recommended that you send your
completed application to Human Resources within one week of your hire date

If the paperwork is not received within 60 days of hire, you must wait for oper
enrollment.

A Make a copy of your submitted paperwork for your records.
A

If you wish to opt out of the health insurance, complete the application form
and select odeclined6 in section 5a.

For additional information visi©ffice of Employee Health and Wellness
Active Employee Health Insurance Rates

>



http://www.maine.gov/beh/HealthBenefits/Healthbeneindex.htm
https://www.maine.gov/bhr/oeh/home
http://www.maine.gov/deh/healthbenes/health/HealthPremiumRates.html

Dental Coverage

Dental Coverage The St ateodos Dent al |l nsurance 1 S

A Dental coverage is providedatcosto employees who are full time.

A Coverage begins on the first of the month following one month of completed
employment.

A Open enrollment occurs in May/June for a July 1st effective date.

For additional information visi©ffice of Employee Health and
Wellness, Dental Insurance



http://www.maine.gov/deh/healthbenes/dental/index.html
http://www.maine.gov/deh/healthbenes/dental/index.html

Vision Coverage

Vision Careis a voluntary vision plan you must apply for separately. Blue View Vision
offers savings on frames, lenses or contact lenses with choices of network optometrist:
ophthalmologists, opticians and retail providers.

A Your Blue View Vision plannst linkedto your State of Maine Health plan;
these are two entirely separate benefit plans.

A Applications and supporting documentation for Blue View Vision insurance
must be received by Employee Health & Wellness within 60 days of hire.

A Open enrollment for Blue View Vision insurance is May/June for a July 1st
coverage date.

For additional information visiffice of Employee Health and Wellness, Vision
Insurance



http://www.maine.gov/beh/Anthem%20Vision/VisionIndex.htm
http://www.maine.gov/deh/healthbenes/vision/index.html

Retirement (MainePERS)

Retirement- The Maine Public Employees Retirement System (MainePERS) was
established to administer certain benefits that are available to employees of the State
Maine who are members of the MainePERS.

These benefits include:

A Service retirement benefits, which provide income to a member after the memb
retires;

A Disability retirement benefits, which provide income to a member who becomes
disabled (as defined by the MainePERS law) while in service and before the me
retires;

A Death benefits, which are paid to a
estate, if no designation has been made) if the member dies before he/she retir
(The designated beneficiary is the person or persons a member has named to
receive a benefit in such circumstances).



